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*This is not intended to be a Summary Plan Description (SPD) or a Summary of Material Modifications (SMM). SPD and SMM are the official documents governing the 
use of your plan. If any part of this document conflicts with your plan’s SPD or SMM, the terms of the SPD and SMM shall govern.

**All screenshots are samples, individual results may vary
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Welcome!
Congratulations for taking the first step towards health care savings 
by electing to contribute to a flexible spending account. This FSA 
member guide provides useful insight and tips for getting the most 
out of your FSA. If you have further questions, please call our “expert 
friends” who can help you every step along the way. They are available 
every hour of every day at:

866.346.5800
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Let’s
    go!
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* �This card is issued by The Bancorp Bank pursuant to a license from Visa U.S.A. Inc. Copyright © 2013 HealthEquity, Inc. 
All rights reserved. HealthEquity, the HealthEquity logo, and Building Health Savings are service marks of HealthEquity, Inc. 

** Example only, taxes vary per individual
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SIGN UP
During your employer’s open enrollment, sign up to participate in an 
FSA. Select the option that best meets your needs and then determine 
the amount you would like to contribute from your pre-tax earnings. 
Typically, anyone whose employer offers an FSA can participate, 
including employees not covered under the employer’s health plan. 
Your employer may exclude certain types of employees, such as 
part-time, seasonal, or temporary. Ask your employer benefits team 
to verify eligibility. Self-employed individuals cannot participate in a 
flexibl spending account.

CONTRIBUTE
Your employer will arrange to have the determined amount of your 
pre-tax earnings contributed to your FSA. Typically the amount 
withheld from your paycheck is equal each pay period.

USE YOUR FUNDS
When you incur a qualified expense, you can either pay with the 
HealthEquity Visa® Reimbursement Account Card* provided by some 
plans or submit the expenses through the HealthEquity online tool for 
reimbursement. Remember to save all receipts; you will need them 
for reimbursements and to validate your expenses with your employer 
or administrator.

Easy as 1, 2, 3

Significant savings
The scenarios below provide estimated savings if an FSA is used 
(assuming a 40% combined federal and state tax rate).**

$1000 $500 $500

$1000    $1000    $5000    

out-of-pocket
medical expenses

out-of-pocket
medical expenses

out-of-pocket
vision expenses

vision and 
dental 
expenses

out-of-pocket
dental 
expenses

child care 
expenses

tax savings
$800

tax savings
$2800
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Eligibility

Anyone whose employer offers 
an FSA can participate, including 
employees not covered under 
the employer’s health plan. 
Your employer may exclude 
certain types of employees, 
such as part-time, seasonal, or 
temporary. Ask your employer 
benefits team to verify eligibility. 
Self-employed individuals 
cannot participate in an FSA.
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Getting started
For new FSA members, the following steps will help you optimize your account:

Activate your debit card  
Upon the creation of your FSA, you will receive a member welcome kit which may 
include a HealthEquity FSA debit card*. Card activation instructions are included with 
the card. If you would like, you can speak to one of our “expert friends” to activate 
your card and receive additional insight to maximize your savings. 
 

Log on  
Sign in to the member portal by visiting www.myHealthEquity.com. For first-time 
visitors, select “Begin Now” and follow the step-by-step process to verify your 
account. Once you are logged in, we encourage you to complete the following:

•	 Navigate through the portal and familiarize yourself with its features and 
capabilities. A comprehensive portal guide can be found in this publication, 
starting on page 14. 

Using your funds  
Qualified medical payments can be made in the following ways:

•	 Debit card transactions: Swipe your HealthEquity FSA debit card at the pharmacy 
or doctor’s office for instant payment. Be sure to save all receipts.

•	 Reimbursement: If paying out-of-pocket for expenses, submit a claim for 
reimbursement directly on the member portal and have funds electronically 
transferred to your personal banking account.

•	 Issue payment to provider: From the HealthEquity member portal, you can issue 
payments to providers by creating a new claim, or by using existing integrated 
insurance claims, if available.
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Important!

Please keep in mind that 
all FSA payments require 
an itemized receipt or an 
insurance explanation of 
benefits to substantiate 
the claim. You may 
be required to provide 
this documentation to 
HealthEquity. We will 
contact you if it is required.
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How it works

1.	Receive services
Present your insurance ID card, and pay any required copays. Your FSA debit 
card is a convenient method of payment. 

Your health plan has a network of providers that it recommends, however 
you can use FSA funds to pay any qualified medical expense even if it is not 
covered by your insurance. This provides tax savings on  
out-of-network services.

At the doctor’s office...

2. �Provider bills health plan 
Provider submits a claim to your health plan for services rendered. 

3. �Health plan sends EOB 
An explanation of benefits (EOB) is sent to you outlining the negotiated/allowed 
charges and summarizing your year-to-date deductible and co-insurance totals. 
In some cases, your health plan may send a copy of your claim to HealthEquity, 
which will appear in the member portal.

4. �Provider sends invoice 
The provider sends you an invoice, or statement, reflecting the allowed 
charges. Make sure the amount matches the EOB sent to you by your health 
plan. If not, contact your health plan.

5. �Pay invoice with FSA 
You can pay with your FSA debit card or set up an online payment that is sent 
directly to the provider or as a reimbursement to you if you pay out-of-pocket.
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1.	Obtain prescription
Obtain a legal prescription from your doctor for needed medication and submit 
it along with your insurance ID card to a pharmacy.   

At the pharmacy...

2. �Pharmacy verifies 
insurance coverage
The pharmacy checks with your health insurance on-the-spot to determine the 
amount you owe for the prescription. 

3. Pay for your prescription
The pharmacy fills your prescription and you pay the determined amount owed.  
Your FSA debit card is a convenient method of payment. You may be required 
to submit your receipt to verify the expense.

Over-the-counter medication
	
The IRS does not allow FSA funds to be used for over-the-counter (OTC) 
medicines without a prescription. We encourage you to ask your doctor if he or 
she can write a prescription for OTC medicines or supplies that you frequently 
need to utilize. You can then use your FSA to pay for these items by using your 
debit card or reimbursing yourself if you pay out-of-pocket.
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Your FSA
Introduction  
An FSA is an employer-sponsored benefits program that enables employees to save
pre-tax dollars to pay for qualified medical expenses, regardless if they participate 
in the employer’s health plan. Because health FSAs are employer-sponsored, an 
employee has access to the entire year’s funds on the first day of the plan year. 
 

How do I sign up for an FSA?  
During your employer’s open enrollment, sign up to participate in an FSA, then 
determine the amount you would like to contribute from your pre-tax earnings. 
Typically, anyone whose employer offers an FSA can participate, including employees 
not covered under the employer’s health plan. Your employer may exclude certain 
types of employees, such as part-time, seasonal, or temporary. Ask your employer 
benefits team to verify eligibility. Self-employed individuals cannot participate in a 
flexible spending account.

Contributions  
FSAs are funded through payroll contributions. While your entire election amount is 
available at the beginning of the plan year, your payroll deduction amounts will be 
divided equally among each paycheck for the benefit year. 

Contribution limits  
Contributions to an FSA are limited by the IRS to $2,650 per year. If you are 
married, each spouse may contribute up to $2,650 to his or her own FSA, even if 
both participate in the same FSA-sponsored by the same employer. However, your 
employer’s plan may further limit the contributions into an FSA.

Spouse and other dependents  
Your FSA funds can be used to pay for your qualified medical expenses, as well as 
those of your spouse and other dependents. This is true, even if the dependent is 
not a tax dependent or covered under your health plan. Funds can also be used for 
children until age 26 (see page 31).

Medical expenses after your FSA is established  
Once a qualified medical expense is incurred by you or an eligible dependent, you can 
use your FSA funds to make payment.  Payments, also referred to as distributions, are 
tax-free as long as they are used for qualified medical expenses (see page 9). You can 
pay a provider from your FSA directly, or you can pay out-of-pocket and reimburse 
yourself later (see instructions on pages 21-22). Simply keep the documentation 
(itemized receipt/invoice/explanation of benefits) of the expense, or upload it to the 
HealthEquity member portal Documentation Library. You will need to be able to 
provide proof, or substantiation, that a purchase is eligible for any FSA usage.

Use it or lose it!

FSA funds do not roll over from 
year to year. You should use 
all of your FSA dollars within 
the plan year or they may be 
forfeited. Some plans allow for 
a grace period to use remaining 
funds or permit a set amount to 
roll over to the next plan year.
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FSA debit card payments  
After you have received an invoice from your provider and matched it with an 
EOB from your health plan, you are ready to make a payment. You can use your 
HealthEquity FSA debit card to make payments to your provider(s). This is especially 
convenient at the pharmacy. Most providers will also accept the card over the phone, 
online or written-in on the statement for payment. In order for your card to work, you 
must have the balance available in your FSA; no overdraft is available. The card will 
not work at ATMs and will typically only work at appropriate medical facilities. The 
card should always be run as “credit” and no PIN is required. Lastly, be sure to keep 
all receipts as documentation of your purchases or upload them to the HealthEquity 
Documentation Library in the member portal. 

Direct payments to providers  
You can also use the HealthEquity member portal to setup a direct payment, using our 
online payment tool. We’ll send the payment directly to the provider and include all of 
the information necessary to apply the payment to your bill. 

•	 Acupuncture
•	 Alcoholism (rehab, transportation for 

medically advised attendance at AA)
•	 Ambulance
•	 Amounts not covered under another  

health plan
•	 Annual physical examination
•	 Artificial limbs/teeth
•	 Birth control pills/prescription 

contraceptives
•	 Body scans
•	 Breast reconstruction surgery following 

mastectomy for cancer

•	 Chiropractor
•	 Contact lenses
•	 Crutches
•	 Dental treatments
•	 Eyeglasses/eye surgery
•	 Hearing aids
•	 Long-term care expenses
•	 Medicines (prescribed, not imported from 

other countries)
•	 Nursing home medical care
•	 Nursing services
•	 Optometrist
•	 Orthodontia

•	 Oxygen
•	 Stop-smoking programs
•	 Surgery, other than unnecessary cosmetic 

surgery
•	 Telephone equipment and repair for 

hearing-impaired
•	 Therapy
•	 Transplants
•	 Weight-loss program (if prescribed by a 

physician for a specific disease)
•	 Wheelchairs
•	 Wigs (if prescribed)

•	 Concierge services
•	 Dancing lessons
•	 Diaper service
•	 Elective cosmetic surgery
•	 Electrolysis or hair removal
•	 Funeral expenses
•	 Future medical care

•	 Hair transplants
•	 Health club dues
•	 Insurance premiums other 

than those explicitly included
•	 Medicines and drugs from other countries
•	 Nonprescription drugs, medicines (unless 

prescribed)

•	 Nutritional supplements, unless 
recommended by a medical practitioner as 
treatment for a specific medical condition 
diagnosed by a physician

•	 Teeth whitening

Non-qualified medical expenses 
You are not able to use FSA funds for non-qualified medical expenses, and ineligible expenses will be recouped from the member 
when necessary. Some examples of non-qualified medical expenses include:

Qualified medical expenses  
Qualified medical expenses are designated by the IRS. They include medical, dental, vision and prescription expenses. See IRS 
publication 502 for a list of specific examples. Some highlights include:

Note: Some employers may institute exclusions to this list. Consult with your benefits administrator or call HealthEquity for details.
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